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How to conduct the review panel meeting
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Grants Lifecycle
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Separate the grant’s 

project management 

function from the 

grantee selection process

Ensure a fair, unbiased, 

and transparent system 

for selecting the best 

application
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Why a Review Panel?



Review Panel Best Practices
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Successful 
Review 
Panel

At least 3 
members

Confidential

No Conflict 
of Interest

Train 
Review 
Panel

Detailed 
Scoring 
Rubric

Convene 
Review 
Panel

Retain 
Documents 



Separate the grant’s 

project management 

function from the 

grantee selection process

Ensure a fair, unbiased, 

and transparent system 

for selecting the best 

application
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Selecting a Review Panel

• Do people have time to 

provide a thorough 

review?

• Will the person take 

the responsibility 

seriously?

• Is there a conflict of 

interest?

• Do you have one 

reviewer from outside 

your agency?

• Do you have diverse 

opinions?



Confidentiality Form 
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Conflict of Interest Form   
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Prepping the Review Panel
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Restate the 
problem that the 
RFA seeks to solve

Specify special 
requirements 
(especially if 

federally funded)

Review the 
scoring criteria 
and provide an 
overview of the 
scoring rubric

Describe any 
minimum 

qualifications or 
special skills staff 

might need

Explain match 
(i.e. does an 
applicant get 

more points for 
including match) 

Discuss any 
required 

budgetary items 
(i.e. supplies or 

equipment)

Describe if 
partnerships are 
required and how 
to evaluate their 

strength

Demonstrate 
effective written 

comments

Provide contact 
information for 

questions



How to Create a Scoring Rubric
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Improve literacy rates in the District of Columbia Reduce the amount of plastic going into District waterways 
Increase the maternal survival rate among new mothers of 

color in DistrictOutcome or project goal
Criteria 

Identified

Community Need

• Current and 

relevant data

Project Approach 

• Partnerships

Organizational 

Capacity

• Staff

experience

• Past

performance

Budget

Max Score Comments Score 
(x weight)

15

5

20

5

20

10

10

15



Scoring the Application 
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Sample Scoring Rubric 
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Sample Scoring Rubric 
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Conducting a Virtual Review Panel Discussion
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Conducting a Virtual Review Panel Discussion
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Ensure all 
reviewers can 

attend the 
meeting

Schedule the 
meeting in virtual 

meeting space

Review 
preliminary scores

Note any changes 
as part of the 
official record

Allow reviewers to 
re-state their 
scores and/or 

changes 

Discuss strengths 
and weakness of 
the applications

Summarize scores

Rank Proposals

Come to a 
consensus about a 
recommendation 

for funding



Review Panel Coordinator Responsibilities
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Compliance 
Review of 

Applications

Develop the 
Scoring 
Rubric

Recruit and 
Train Review 

Panel

Compile 
Preliminary 

Scores Schedule/ 
Convene  

Review Panel 

Assemble 
Scoring 
Matrix

Retain 
Documents 

Review 
Panel 

Coordinator



Sample Scoring Matrix

@DOEE_DC



@DOEE_DC

doee.grants@dc.gov

pamela.weinberg@dc.gov


